
Announcement No. NE-173-06(R2)
:

Closing Date 22 Feb 07 
VACANCY ANNOUNCEME 

Re-issue
:

Date of Issue 2 Feb 07 

1.  Job title (  Grade 7  LAD 2 )

Forklift Operator Foreman A, #2059 

Acceptable Trainee Level: 2-6 

  (Administrative)    (Blue Collar Trade)

No. of 
Recruitment 

1

4. Area of Consideration 
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting 
distance

MLC/IHA ( )
Current MLC/IHA Employee Japan Wide 

Off Base Applicant 
2. Activity 
Navy Exchange, Yokosuka
Retail Division 
Main Exchange, Warehouse 

Working Place: Tomari-cho, Yokosuka
3. Work Schedule (  40 hrww) 

 Work Days           5 days/week
Work Hours      07:30 – 16:15 

Recess Period           45 minutes/day   
 Night Shift          Overtime         Business Travel   

5.  Type of Employment 

  IHA                                   HPT 
 Permanent                     
 Limited Term (     Months )

6. Duties: 
Serves as a working leader of Warehouse, Main Exchange, NEX Retail Division.  Performs the full range of work in the trade involved 
and as pacesetter of the group of 1 Forklift Operator, 1 Vehicle Driver and 4 Warehousemen, performs the more difficult tasks as
required.  Is responsible for overall use and care of tools, equipment and supplies.  Maintains group discipline and enforces safety 
regulations.  Assists Retail Operations Manager in effectively communicating work assignment/instructions between US and JN 
associates, both internal and external to the office. (30%)   
Operates electric or gasoline powered mobile forklift trucks to move, load or unload, transfer, transport, and stack or unstack heavy 
supplies inside and outside of doors.  May operate other types of general or special purpose vehicles such as trucks, pick-ups, etc., as 
required.  Assists warehouseman by participating in such manual labor work as involved in loading, unloading, carrying, and stacking of 
supplies.  (25%) 
Performs various clerical and manual duties related to receipt, storage and issue of merchandise and supplies, to include record keeping, 
preparing necessary documentation, and selecting storage location in the stockroom.  (25%) 
Prepares and processes necessary documents for zero-out merchandise, for ordering store supplies, and delivering and transferring 
merchandise to other departments and locations in the Japan region. (20%) 
Performs other related or incidental duties as assigned. 
7. Qualification  / Physical Requirements 
a.  Must have GOJ driver’s license (ordinary vehicle / large sized special purpose vehicle) and forklift training certification.
b.  One year of specialized experience in the related work at 2-6 level.  
c.  Skill in operating a forklift, an ordinary vehicle, and a large sized special purpose vehicle. 
d.  Skill in operating a personal computer keyboard to process merchandise data and documentation.  
e.  Ability to motivate, train and work effectively with subordinate associates. 
f.  Ability to frequently lift and carry items, such as merchandise that weigh up to 30kgs and occasionally over 30kgs. 
g.  Ability to speak, read and write English at average proficiency level (LAD-2). 
h.  Ability to speak, read and write Japanese at native language level. 

*An applicant who does not fully meet the qualifications stated above may be considered at 2-6 level as below: 
a.  Must have GOJ driver’s license (ordinary vehicle / large sized special purpose vehicle) and forklift training certification.
b.  One year of specialized experience in the related work at 2-4 level. 

*A handicapped applicant may be accepted, depending on the degree and kind of disability. 
English Language Proficiency None Basic Intermediate  Advanced Exceptional

Educational Background N/A License/Certificate Required See blocks 7 & 8     7/8



8.  Application and Associated Documents Working Condition 
*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
* Resume of Specialized Work Experience (HROY From) http://hro.cnfj.navy.mil 
*  *Complete in Japanese  English Either 

Copy of GOJ driver’s license (ordinary vehicle / large sized special purpose vehicle) and forklift training 
certification. 

 Certificate of English Proficiency (Copy) 
 80   (12cm x 23.5cm) 

/
         For non-Japanese citizen applicant, copy of Alien Registration and Passport/Visa Copy   

Works on holidays 
and irregular schedule  
if needed.

9. Office to Submit 

MLC/IHA      
/ HRO

Office to submit is different for Current MLC/IHA Employees versus Off 
Base Applicants. Please ensure to submit required application documents to the right office.  Applications must be received by 
the closing date of the Vacancy Announcement:  (Application Drop Box under the HRO Gate Office counter is accessible 
from 0600 to 0100 at night.): 

MLC/IHA
  When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only, Off Base 

applicants will be rated ineligible. 

MLC/IHA   Current MLC/IHA Employees must submit to: 
1 banchi Tomari-cho, Yokosuka, Box 22 

 (N132)                          COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka 

   Off  Base Applicants must submit to: 
238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka 

( )  (LMO/IAA)       Yokosuka Branch of LMO/IAA 
                                                                                        Management Section 

Phone 046-828-6959 
- 0830-1730  ( )    Operating Hours:  Mon-Fri, 0830-1730 (Closed on Japanese Holidays)  

Please contact LMO/IAA for questions on conditions of employment. 

For Official Use 

   Activity POC :  Mr. Tominaga                                                                  (DSN) 243-5149       
PD No.: NEX-WARH-001 PD is accurate and current.   Certified by Activity: at HRO:  ah 9/15 ms 9/19  ah 10/25  ah 1/30 

Incomplete applications will not be processed. 
Submitted applications will not be returned.                    




